OPERATIONAL SERVICES DIVISION

Job Aid:
How to Withdraw, Reopen, and Resubmit a Quote

This Job Aid shows how to:
e Withdraw, reopen, and resubmit a quote.

Of Special Note:
* Quotes can be withdrawn, modified and resubmitted any time before the Bid Opening Date.
+  Withdrawing, reopening, and resubmitting of a quote is done in the Summary Tab.
* You may need to withdraw a quote because:
¢ Aform or attachment may contain erroneous information.
¢ Aform or attachment may have been excluded from your original quote submission.
¢ Additional information may need to be included in your quote.
* Other business directives require you withdraw your quote at this time.

Screenshot Directions

Step 1: Login to COMMBUYS

A
< @M M B UYS 1. Launch the COMMBUYS website
by entering the URL for

—— OPERATIONAL SERVICES DIVISION —— COMMBUYS
(https://www.commbuys.com) in the

COMMBUYS is the only official procurement record system for the Commonwealth of b

Massachusetts’ Executive Departments. COMMBUYS offers free internet-based rowser.

access to all public procurement information posted here in order to promote . .

transparency, increase competition, and achieve best value for Massachusetts 2. Emer your Iogln credentials and

taxpayers click the Login button on the

, landing screen.
- Register

Register here to begin using COMMBUYS

Vendors, please read this digclaimer prior to registering
aame Complete Registration

Complete registration here to begin using COMMBUYS

Vendors, please read this disclaimer prior to completing registration
L Open Bids

Browse open bid opportunities
G Active Contracts

Browse active Contracts/Blankets
L Contract & Bid Search

Search for Bids and active Contracts/Blankets

L L& Registered Vendor Search
Search for registered vendors

Login Assistance?
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Step 2: Access the Seller tab.

; .
[ e— Ensure you are not using the Seller Admin
— role.

C@MM BUYS Step 3: Locate the Quote

—— OPERATIONAL SERVICES DIVISION 1. Select the Quotes dropdown

Codten Browse | My Account | Customer Service | Arout

AT 2 (el 2. Click Formal Quotes Submitted.

Home - Welcome Back Rub:

No News Avallable

o
Copyright © 2015 Penscope Hokngs, nc. - Mkn%

Step 4: Select and access the quote
UNS P S C Code Browse | My Account | Customer Service | About

1. Alist of previously submitted
guotes appears with the quote
number on the left.

| Home | POsv | Bidsv | Contracts Quotesv

Quotes - Submitted 2. Click the blue hyperlink quote

number to access the quote to
Quote # Organization Bid # withdraw.

@ Organization MNO 00000198
Print Page

Copyright ® 2015 Periscope H(
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Screenshot Directions

el Step 5: Withdraw the quote

Quote 00000714 - TOM's Training Thirtyseven

1. The quote opens on the General
tab.

2. Click the Summary tab and scroll
to the bottom of the page.

o Click the Withdraw Quote button.
L R ey [ |

R 4. Click OK in the dialogue box to
confirm your action.

Oate Last Updiated: $1890075 118841 Ak

Agency Files:

Ageacy Foem:

Vondor Flles:  Timemitenden) Tef Sesscese liveesiensces i
Vondor fomma:

Print Sequesce # 1.0 (8514 )
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Step 6: Reopen the quote

1. Avyellow confirmation message
appears above the quote number —

[ — notes [ .. S .

T “Your quote has been withdrawn.”
- adeost B e Stasm: .

Deganization: gt U

maner T e N e : 2. Scroll to the bottom of the page and
e o s i e click Reopen Quote.

Commes:

Dute Lant Updated: 50570013 124552 i et Lot Upedatied. dohn St

Vol sccepts the leir & conditionm with s esceplions.

Gt [ommen s s ] e Treee]

| I O e e | |

[ ICN Ty |

Agency Files
Agency Form.
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[ A
(e ——ee|  Step 7: Modify the quote
tabs:
‘Genarsl mema Gusitions Notes EII escxtong . . .
o — m— - — e General Tab — modify information
i oty o . — w e |tems Tab — change data on the
e Siona " —— quote first submitted.
i s vttt - e Questions tab ask questions if
o [ ] = necessary.

e — e Attachments Tab — add
E.”ﬁ.— attachments and mOdIfy information
e Review for completeness and compliance
e M M e e with bid requirements. When you've

= | = T e 1 o 1 e T e T ee 1 = [ = ] completed your changes, you are ready to
— resubmit the quote.
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—= 2] Step 8: Resubmit the quote

1. Click the Summary tab and scroll
to the bottom of the page.

— 2. Click the Submit Quote button and
" then click OK in the dialogue box.

Quote 00000714 - TOM's Training Thirtyseven

L S RS . J—

G . T
Onpn e o
L ] by By

g Lot el
i o 2y Vi T
— e 3. Check your email for confirmation

o Lt St 73 ok ot
Vendn coepe et i w48 20 ecpinns

of your quote submission.
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